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Eligibility Screens 
 

In this section you will do the following: 
 

• Complete an Application for WIA 
• Determine Eligibility for WIA 
• Enroll a participant in WIA 
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Splash Screen 
 

 
 
To navigate to the Eligibility Screens, click on the  eligibility screen icon. 
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Eligibility Screens 
Application Tab 
 

 
 
Complete this screen and Save when you are done!  All fields are required.   
 

 This button will take you to the Selective Service website. 
 
 
For Youth Applicants!! 
 

Click on the  button.   
 
(This will only show up when the applicant is age 14-21.)   
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The following screen for Additional Youth Application Questions.    
 
All questions must be answered.   
 

 
 
 
Close when you are done answering these questions.   
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After you Save the Application Tab, you must then double click in the 
Completion Date field.  This will freeze the application and will be good for 45 
days.   
 
Be sure to double check the screen to make sure it is correct before you Freeze 
the screen!  Otherwise you will have to complete a new application!!   
 
 
You will get this message:   
 

 
 
 Click Yes to freeze application.   
 
Again, once the application has been frozen, you will not be able make changes.  
If you find that you made a mistake or information changes, you can create a 

new application by clicking on the  button.  This will create a new 
application for you to complete.    

• After you click on the ADD button, go to the 1st record and that is your 
new application. 

 
The system will look at the most recent application.  You can tell how many 

applications are there for the participant by looking at the  
section at the bottom of the screen.   
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You can also create a new application by using the “Copy Application” function.  
This is in under Options in the menu bar. 
 

 
You will be able to copy the prior application exactly like it is and then make the 
changes you need to make.   
 
You will still have to Save and Freeze the application.   
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Eligibility Screen 
Eligibility Tab 
 

 
 
 
Complete this screen and Save!   
 
When you put data into the sections that you are trying to make the seeker 
eligible for, the checkbox will turn green.   

• WIA for Adult 
• WIA Dislocated Worker for dislocated workers 
• WIA Youth for youth 

 
For Dislocated Worker, in the NAFTA/TAA Trade Act 2002 section, if you are not 
a TAA program operator, and there is no TAA petition, you should CHECK the 
No Petition checkbox.   
 
If the person is not receiving any sort of public assistance and you are enrolling 
them into the Adult, DW, or Youth Program, you must complete the Income 
button (under the WIA section).    This is to show low income.   
 
Youth, go to page 8 and 9. 
Adult/Dislocated Worker go to page 10.   
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For Youth Applicants 
 
You must double check the Barriers Pop-Up under Youth Section. 

 
 

Click on the  button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



{ AUTHOR } Page { PAGE } { DATE \@ "M/d/yyyy" }

The following Youth Barriers Screen will pop-up: 
 

 
 
 
This screen populates from the Application.  Double check the answers and 
Save  and Close .    
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Eligibility Screen 
Eligibility Tab 
Income button: 
 

 
 
This screen will pop up after you click on the Income button under WIA on the 
Eligibility Tab.   
 
When you have the *Last Month highlighted, you can then complete the income 
for that month.   

1. Type in Last Month as MM/YYYY. 
2. Double click on Income Type and it will display a list of types of income 

from which to choose – Earned Income is the one for wages. 
3. When you have entered all the income for that month, you can use the 

Copy button to copy to the next month.  
4. Save when you are done! 
5. Close after saving! 

 
Even though Dislocated Workers do not have income verification, you must click 
on the Income button and Save.  You do not need to complete the pop up box.   
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Eligibility Screen 
Eligibility Tab Cont. 
 
 

 
 
The Semi Annual and Annual income will be displayed when you complete and 
Save the Income button screen.    
 
Notice that the WIA Adult check box is now green and the Low Income box is 
CHECKED.  This is all done automatically for you if the applicant is considered 
low income.   
 
This applicant is possibly eligible for the Adult and State Displaced Homemaker 
programs.   
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Eligibility Screen 
Eligibility Tab 
Check Verification Button 
 

 
 
 
After you have completed all of the fields on the screen, Save the screen and 

click on the  button.   
 
 

   Takes you to the Selective Service website. 
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Eligibility Screen 
Eligibility Tab 
Check Verification Button: 
 

 
 
You have to gather documentation for eligibility and retain it in the case file just 
like usual.  This screen provides you a checklist of the items you need for 
eligibility.   
 
For Youth Applicants:  An additional Youth tab will appear and you must check 
the appropriate items on that tab!  See page 14.   
 
You CHECK the boxes that you have the eligibility documentation for and Save.   
 
You have to Close the screen after you save. 
 
This will take you back to the Eligibility Tab.  The programs that the person is 
eligible for will be checked as well as green. 
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For Youth Applicants 
 

 
 
You must also complete the Youth Tab if you are enrolling a Youth.   
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Eligibility Screen 
Eligibility Tab 
 

 
 
 
 
Double click in the Eligibility Verification Date field and then Save.   
 
You will get this message: 
 

 
 
Click Yes and your eligibility information will be frozen.  If you have conflicting 
information from the application to the eligibility tabs the system will alert you.   
 
Now, you are ready to enroll your participant into a program(s). 
Eligibility Screen 



{ AUTHOR } Page { PAGE } { DATE \@ "M/d/yyyy" }

Enrollment Tab 
 

 
 
This is the place where you will actually enroll the participant into the program.   
 
The top section “Possible Enrollments” are programs that the seeker may be 
referred to.  Double click in the “Program” field for a list of values.   
 
The Eligible Enrollments section (below the “Possible Enrollments”) is where WIA 
and other DLI programs will appear.   The left side is where programs from the 
eligibility screen will populate.  You will not be able to search in this section.  It 
auto-populates!   
 
The right side is where other DLI programs such as PRA, TAA, and NEG will be 
chosen to enroll a participant.   Double click in the first field and it brings you a list 
of programs.   
 
 To enroll in a program, put a check mark in front of the desired enrollment and 

then click the   button.   The actual enrollments will appear at the 
bottom of the screen.   
 
You have until Midnight of the day you enrolled the participant to “De-enroll” a 

participant from a program.  To do this, click on the  Oops button. 
 


